T 



oocoaiiT iisoai 



ID 105 620 



IB 001 797 



AOTfiOfi 
TITLE 



mSTITOTION 

PUB DATE 
MOTE 

ECBS FBICB 
DESCBIPTOBS 



BothsteiOy Pauline Barcas 

A Classification Sjsten and Procedure Hanual for 
Cataloging Textbooks in a University Library 
Ca ricolae Laboratory Collection. 

City Oniv. of Hew Iork« Bronx, M.X. Herbert fl. Leluian 
Coll. 
75 
14p. 

|]P>$0.76 HC-$1.58 PLOS POSTAGE 
^Cataloging: Classification; ^College Libraries; 
♦Blesentary Grades; Instructional (laterials; Library 
Collections; Library Technical Processes; *Secondary 
Grades; Teacher Education; ^Textbooks 
I£ENTIFIEBS Herbert Lehean College; Textbook Collections 

ABSTBACT 

The textbook cataloging and classification scheae 
described was developed to assist students in gaining easy access to 
the textbook collection of the Herbert H. Lehean College library. 
Textbooks are cataloged in three basic divisions: texts for grades 
1~6» texts for grades 7»12« and texts which overlap or can be used at 
both the eleeentary and secondary level. Each text is further 
cataloged by subject area* and a specially developed taxonosy has 
been created for that purpose. Examples of the cataloging procedures 
are provided as they vere applied to selected books. (DGC) 
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KST con AMMUm 



Textbooks Pre ftn imnort^n^ pfl^^t of « rnlv^rsitv CurMculijm 
L^borfltory Collection bf^c^us?^ t^ey »re importpnt p^rt of the 
teaching-learning nr'^cess in American education. Education 
professors give students osFigntnents to lo^k flt <3ets of textbooks 
from different publishers, to c^mner^e the^ to eoch otlier, to 
coTTpnre volumes of the same series et different grade levels and to 
an^ilyze their authors' purpose, method and philosophy^ 

Being aware of bow textbooks are used and asked for is the 
first requirement for developing a basic classification system for them. 
Before oev63opin> this system^ 1 tried to find an adequate system which 
I, an educ^tion-rvference librarian and aon-catalo;i;er, could 
understand and use. Here at Lehruan Library, as in ot ler Curriculum 
L^^boratory Collections I have /isitec, there is only one professional 
libr^^'rian in ch^r^e, nie. Clerical help is scarce, "^here was 
no available textbook classification system I could tlnd which did 
not demand a professional cataloger, was si'n:)le enc» ^jh so that 
student or clerical help with rainimpl training effort and supervision 
could catalog the books and perform all the routines associated with 
this task, and which would suit the purposes for which teacher 
education students use textbooks. 

Some type of cost-effective system was needed. The Cataloging 
Manual which follows is an attempt to solve this problem. This^ 
system , presented in the Manual, has been in use for two years. 
Thus far, I8OO books have been cataloged using It. When I first 
developed the system. T approached Mr. Sang Chul L^e, our chief 
cataloger, for some bQslc instruction in catalo/^ing technique. This 
system owes much to his patient instruction end belnftil criticism. 

Textbooks are cataloged in three basic divisions: 
Text 1-6 for elementary jr^des 
Text 7-12 for secondary ff;r?^des 

Te-t 1-12 for texts whicb overlap or ^nclude both levels or which can 
be used »t both grade levels. 

Thfttbasic subjeo.t classification scheme is taken from 
El -Hi rextbocks in i^rint^ New /ork: Bcw'^er, published annually. 
Make sure to use the most up-to-date edition of this ho^k e^ch 
ye-^r since it is zhe basis for many necessary catalo^jng decisions 
including subject, grade level and entry forin. Subjects like 
science, «re divided into n.ore specific subjects, eig, chemistry, 
biology, only for grades above the sixth grade since in most 
American schools these specific subjects are not taught separately 
in the element<^ry grades. 

Two basic entry forms are used for cataloging all textbooks, 
a) Title entry - to be used for a series title when the books is 
part of a series, e.g.. Bank Street Readers, or for en 
indifidual title when the book has no author. Most texts do 
belong to a series and they are usually asked for by series name. 
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b) Author entry - to be used for Indlvldusl titles when the tltl - 
is not oart of ft series. The book title may, however, Includ^ 
a teacher's manual and • workbook. ' i"cj.uae 

aeries title entry Is the entry used most often s^nce 

teftcher editions and workbooks. The aim Is to c^tolnc 
each series so that the student hook^ the teacher's editl-^n and 

^^^i^r?'"' v,''°''^^°'^^ t ^^"^ together on the shelf, enMre 
series Is numbered so that It Is In grade level order. Often 
however, a complete series does not arrive on tJme. To avoid 'tvoina 

slrl^s^'oj'^he M^t %^ri^r"'"^*'.^'f ^n'thf 
w««J «i2 . . .1^^^*.®^ Holdings card see manual) and penciled in the 

?hrboorairfveS!"' "'^^'"^ "^^^ ^^^'^ erased'SheS' 

In thrrpJi?^^ Involved Jn cataloging texts are explained in detail 
in the Catalog Manual, -^he following is a list of orKenizatlonal 
procedures I found useful.for completing the cataloglSrand 
processing of texts. »- e v. o».a.og^ng ana 

^' V ^^L""^ shelves with catalog card size signs from 

5-, m books arrivrt, look up titles in 

hlZtl ^" P^^"t to determine entry. Arrange 

DOCKS on Shelves in alphabetic <^ I order of entry. This 

Ts LttloglT. ''^''^ for before it 

^' ^?nHpn/^''^%^ °r ""^^ In'^lvidufll title « time. Have the 

i^U.?^?^?'^?^ ^" to 'determine the grade level and 
su .Jeci; division. If the title is not listed here, the profession 
al librarian must detnrmine this information. Use a Sutte? 
table to determ^nfl t-.ho C.^^*■*■..>r, v^«- Tt-t. ' V 



determine the Cutter number. This number is b«sed 

^hl rVr.^t ^ J!''''* ^l}^ aeries title in the series entry 

Make a^r^ in"^"* °^ ^^t author's name in «n puthor entry. 

xMBke sure to space cutter nnmbeT-s fwr enouo-h aoart qn ' 
cpn add other similar titles if th9y arrive. 



3. Tj-pe cnrds .according to instructions in the manual. The first 
page of the manual gives a cener-l oicture of tMe so«cinF 
^Cs r- 'r^miJ ^M^f; /'^-^t^-- specific lns?iutti-ns 

r.ov., cnr^s r'uplicnted If .o^sible. In Cri., f. . re wai 

as a stielflist (make sure t- keep text 1-1^. text 1-A 

and text 7-1^ cards file, in sep'rpte scctiot.s tn uls sh.lf- 

c rd^- Shere*!ri?''''''%'/''^ ^^^^ lint of h^ ll^^s 

rZ^i: 4-4 Ir ^.^^ ^f^other set of c^rds to be filed by 
sries title and author or individual title in your catalor 

aJ^f.^r^J^' ^rr'^?^^''^' Laboratory Collectlonf ?hls wUl 
allow the student to lo k for a book by series tlfcl- b r 
author, or, usln- the sheinist, by subject. ^ 
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5 After each book is cataloged, type labels and book Packets. 
^* 'ach label and pocket contains the call number for erch 
indlv^du«l book. Paste pockets on Inside cover of book, 
p'ste iaSeL on blading of book. Thus labels and pockets 

for Indlvldufll books vlll look like the followlns for 
cnll numbers^ Text 1'ext 

EL 1-6 EL 1-6 
N561 N561 
no . 1 no . 2 

6. Keep statistics on number of books cf»tPloced,. 

Publishers do not publish series books in one standard pattern. 
Brlti^Il^ pibilshers, who%ubllsh much of the 
onen elossroom. do not have their nsteri-'ls listed xn El-Hl 
?ex?book3 in Print. Problems do «rise in catalopiuT texET^ooks. 
v'of ^st'use your ingenuity to manipulate the system. Just remember 
vonr 20*>ls- t- rr^pV.e the books easil" ^ccess'>>le t-. « onS to Iceeo 

^ ? fften nnd them tbenselvcs to keen ser'^e. ^^^Zf^^J^/"^.^*,'^ ^""^ 

anr. rr-nfcip "Ic-pI dl vi sl'^HS to^efper. At the innlns, T^ne 
^.o^sM-";i''l bro>:?«n should check all work at e.ch st«,e ^ ventu.l_y 
Si? ^u \/:ll ^"ve to check is the call number an'3 t-e typed card. 



fldmltt^dl- ch's is p slPjlifled system. Surely it must have 

It 18 not a sacred system. Alterations can be made to ^^Just to 
the needs of different schools and different collections. Alterations 
Sui have to be made as eurrlculum Laboratory Collection; continue 
to grow and publishers continue to produce new kinds of textbooks 
and new kinds of materials. 
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Subject Claaalfl cation ^ Texts 



Text 1«12 Texts vhleh Inolude eltaentwy and secondary grades 

Text 1«6 Elenentary grades 

Text 7-12 Secondary grades 

A Art 

B Business 

B English language (composition, gramiarf linguistics^ 

handirrltlng) 

EL Reading and literature 

EVF English as a foreign language 

a Guidance H Health 

L Languages (not English) 

LC Chinese 
French 

Ifl Spanish 

M Mathematics (subdlTlde only for grades abore the 

sixth grade) 

MA Algebra 

Nd Oeometry 

MT TrigonoMtry 

W Music 

N Hursery and Idndegarten 

S Science (subdlTlde only for grades abore the sixth 

grade) 

SB Biology 

SC Chenlstry 

S<k Geology 

SP Physics 

T Social Sciences (subdiride only for grades abovo the sixth 

grade) 

TE Economics 

TO Geography 

TH History 

TS Sociology^ Psychology^ Anthropology 



Y 
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Bule Catalog Card-* 
Spacing 



t 



<mtBT indantlMT 

laitt indantlon 

iBnar indantloa 



/ 







1 1 1 




1 1 1 


1 1 


1 


1 1 








1 1 1 


o 



L i I I 

I tan apac^a 



I tan apaciji 

p tvalra apaoaa 

TSurfaan^ apacaa 



I 

OatT ind»ntion 

!• 6«giii ■•rl«t tltl« oj* IndlTldual tltl« •ntrjr. 

Main ind»ntlo« 

1« B«gin tnthor •ntry. 

2« VtMR author*! ntm» axoaada on* lln«« raturn to aaln ladantion. 

1« If tha Inprlnt (piaaa, publlahar, data) axoaada ona Una, ratiirn 
ta aaln indantloi . 

U« It tha aollatlon (nunhar of pagaa , Toluaaa, Ulna.) axoaada ona 
Una, raturn to aaln Indantlon. 

5« For author Mitry with additional vorkbook, atudy gulda or 

taachar*8 adltlon, bagln thia additional Itan antry at tha main 
Indantlon* 
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InnT ind«ntion 

1. B«gin titl* for author entry. 

2. B«gln collation for uthor or tltl« entry. 
3« Begin first tracing. Roman nuaeral I. 
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flilm •ntry (S*rlM tltl* w ladlTldutl book tltlo) 




1. Typo eall nabor (toxt, subjoct doslgnatlon oodo, grado lorol, 
etittor mmbor) 1b uppar loft haad ooriior of card, 

2, Tjp« tltlo atartlng at Outor Indontlon (Ton apacoa trcm tho aargla), 

3« ^TP* plaoo, publlahor and oopjrlght data atartlng at Main Indontlon 
(ThoIto apaeoa tron tho aargln). 

k» Typo Buabor of roluaoa In tko aorloa (not tbo nuabor wo kavo) and 
llliui. If tho book haa platuroa. BoginTt tho innor Indontlon 
(Pourtoon apaooa fron tho Ifapgin)* 

5« Typo tho Roaan mmoral I. and tho naao of tho author of tho 
aorloa, laat naao flrat. (Vhon thoro la noro than ono author, 
uao tho naaio of tho flrat anthor llatad). ^ogln at tho bottoa 
of tho catalog oard at tho Innor indention. 
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Ssmn*_9»r4 - Tl»l», mmtrj (fArlM tltl* lB41vl«aal 

tltl* mmtrj witk m»rm tku 

Till. ear4 ••Btalnt tk* titUn all indlTldual ▼•lua«s !» 
t« d«t«ridft« tk« plae* of •a«h rtiw in vk* ••rl«s: 



basl« 



1972. 



taxt 

EL 1-6 I 
H532 

List of koldiaga t 

I, ^ — 

B0.2U1I alag. 

"I pun, 

-5 I >iBg and daneo. 
■0.5 I ru» and play. 
■•.6 T rua and play. Toaohor*a 

•dltiOB. 

, L' «nd play. Vorkbook. 

^»u^o.8 I raft and play. Workbook. 
<^ Toaohor'ar^ •dltion. 



CONTIttUtDON 
NEXT CARD 



1. 



2. 



3. 



6. 



Typa oall ii»bor and titlo aa in tho first card, 
typo oopyrigkt data. 



Than 



Indont aix apacas fro« the rkrgin. Singloapaeo. Aaaicn 
opdor of oaoh rohm. \,j ckocking in El-Hi ToxtbookTin Print . 

flat 2 .^7;. H i^^r^'L**?" y»* tho Toluaad) 

Idlslti iSSlo! I'^^ng" in poncil noxt to thi ^ ' 

Sr TiJjLi Ji^ ^ol^'t*) *• not haTo nanoa, ni»bora 

or lottora, labol thoa in nuMorlcal opdop(Bk.I, Bk.IlJ, 



Por oaoh aorioa titlo, nako avuro to ohock tho author, titl. and 

iil ? L »fw»g« tno Dooka in logical ordor. For eluoa aa to 
tho logical opdor, chock tho comight paso. th* .ninl Sh. 

issjjiiv.%:s5j?^r4;,;» - ^^^^ 
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?• ^h»n th*F* ar* t*«olMr*a •dltlona or workbooka In a aarlaa, 
Inelttda thtm In tha 11a t of boldlaga. Uat aaoh taaoh»F*8 
adltlan or workbook aftar tha ooBpanlori Toiuiia. Thi« Toluaa 
uaually haa tha aaaa naaa aa tha workbook' and tha taaobar*i 
adltleii« 

8« Whan thara la mov than ona copy of a toIum, Indloata the 

m»b«r of eoplaa on tha list of holdlnga by writing tha muibar 
of coplaa In pancll In paranthaaaa batwaan tha nuabar and tltla 
of taa TOltune. (Sea aaapla card) 

9. For loaa aarlaa, a aaeond card doaa not proclda anough roow to 
llat all tha Toluaa tltlaa In tha aarlaa. In thaaa «^aaaa« 
typa a third oard« fourth card* ate. 

10. On all carda cental nlrg llat of holdlnga (axeapt tha laat ««rd), 
uaa tha "aontlnuad on naxt card" atavp in tha lowar right hand 
eornar of tha card. Uaa thla atanp on tna flrat card whan it 
la followed by a aaeond card. 



text 

EL 1-6 
1532 



Mew baale readera. 1972. 



no. 9 IhaTa Am. 

no. 10 I have fun. 

no. 1ft I have fun. 

nc,12 I have fun. 



Taaoher*a edition. 
Workbook. 

Worldlook. Teacher* a edition. 



O 



Xl 
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Author entry - Us* only for Individual titles • Make eure the 

book Is not part of a series. 



text 

EL 1-6 Newton, Ann. 

H561 Reading today. 

Mew York, Harcourt, 1971. 
32UpP. lllua. 



I. Reading today. 

o 



CONTtNUro ON 
NEXT CAtO 



1. Type call number 5ti upper left hand corner of eerd, 

2« ^7P# author's nane, last name first. Indent twelTe spaces 
frov the margin. 

If the kook has more ^* an one author, use the name of the 
first author listed on the title page. 

b. If the author* a name exceeds one line return to the 
main Indention (twelve spaces from the margin) • 

3. ^TPs title atartlng at the Inner Indention (fourteen spaces 
from the margin). 

iiype place, publisher and copyright date starting at the main 
Indention. 

5. Type number of pages and lllus« If the book has pictures. Begin 
at the Inner Indention. 

6. Type the Roman numeral I. and the tltlw of the book. Begin at 
the bottom of the catalog card at the Inner Indention. 
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Steond card Author •ntrr 



t«xt 






EI. 1. 


•6 


Newton u 


H530 




R«adiA^ today. 1971* 






Lift of holdings: 




no.l 


Baading today. Taaeher'a gulda. 




no.2 


Beading today. Workbook, 






I. Reading today* 






O 



7. 
8. 

9. 

10. 
11. 



List of holdings and book titles are typed In the saae way 
as In the second card of the title >9ntry. 

When there Is nore than one accompanying voltme for an 
IndlTidual title, the titles are arranged in an arbitrary 
way and numbered. 

Thus, the call nunber for this workbook would be text 

EI. 1-6 

H530 

no.2 

When a second card is used for am author entry, use the 
continued on next card stamp on the first card of the entry. 

For a title entry which is not part of a series but which does 
hare additional aocoapanying rolumes, use ihe spacing for a 
title entrydndent ten spaces from the margin to type the title), 
but add the additional rolumes to the card using the same form as 
the author entry abore. 
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Author •ntvY for > tltlo with a teachar's •ditlon 



a workbook or a study guido. 



Do not uso this form If tho tltlo Is part of a sorlos. 



toxt 

BL 1-6 
H530 



toxt 

EL 1-6 
H531 



Nowton, Ann. 

Roadlng todaj. 
How York, Hareourt, 1971. 

321|.pp. lllus. 



oditlon. 



Toaehor*a 



(Can bo a 
workbook or 
study guldo) 



I. RoadlAg today. 



1. This eard is typod in oxaetly tho stmo way as tho basie author 
ontry eard. 

2. If tho indlYldual toIumo (mako suro it is not part of a sorlos) 
has ono accompanying Tolumo such as a workbook, study guldo or 
toaehor*s od^.tloc, tho form aboTO is usod. 

3. Aftor tho collatior (number of pagos and illus.), doublospaco. 
Placo tho calx number of tho aecompanying to omo directly under 
the call number of tho main yolumo. 

Beginning at tho main indention (indent twolro spaces), type a 
blank lino and a period. Then typo Teacher's edition or 

Workbook of Study Guide* 

5. Sometimes an individual title will hare a teacher's edition, a 
workbook, a teacher's edition of tho workbook and a study guldo. 
If the title has more than one aecompanying Toltimo, a second 
card is needed. This second eard is similar to tho second card 
for tho tltlo ontry. 

6. Tho m—mii card is typod with the same spacing as the basic 
author ontry card. Tho call number is typed. The author's name 
is typed at the main indention. Tho title of the book is typod 
at tho inner indention. The da<-o is typod aftor the title. 
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